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Vendor Quick Reference Guide

Adding a DBA or Subsidiary

Each vendor that registers with eMaryland Marketplace must have a unique tax identification
number. However, if your entity does business under multiple names, or has subsidiaries that
utilize the same tax ID, you may register each of these DBAs or subsidiaries separately so that
each can receive and manage solicitation opportunities that are specific to them.

In order to set up a DBA or subsidiary in eMaryland Marketplace, you must first have
successfully registered one vendor within eMaryland Marketplace with the tax ID that these
entities use. Once a vendor is registered in eMaryland Marketplace, that vendor can then allow
other associated entities to register with the same tax ID as that original vendor.

If you attempt to register and the tax ID is already in use:

If you have attempted to register and seen the Federal Tax ID Exists message (example below),
then another entity is already registered within eMaryland Marketplace with the same tax ID.

Federal Tax ID: 1112233233 already exists in our system. I you believe this is in error, contact us at for registration assistance. Include the Federal Tax |D you are using for registration and contact information. We will contact you via e-mail or phone with aceess information

If you are unaware of who has registered within eMaryland Marketplace with your tax ID,
contact the eMaryland Marketplace Help Desk for assistance. Do not enter inaccurate tax ID
information into eMaryland Marketplace.

Contact the vendor who is currently registered with the tax ID you need to utilize and request
to have them add your organization as a DBA or subsidiary.
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If you are the registered entity, follow these steps to add a DBA/Subsidiary:

Select the Seller Administrator tab.

Seller Seller Administrator

June 24, 2015 10:47:59 AMEDT & %

Select Add Associated Organization.

Maintain Organization Maintain Users on this Add Users on this Add Associated
Information Account Account Organization
—— ——
N I
N I
This section is used for This section is used to maintain Thig section is used to add This section is used fgfadding
maintaining crganization users for the organization. users to the organization. an organization w*ii'the same
information. i

laass

The Send Mail screen will open.

Enter the email address of the person you wish to send the invitation to. You may copy
additional recipients on the email or add additional text to the email. Click Send.

o Use the email form below to request that the associated organizations register in BSO. The link provided below must be used in order to register with the same tax |D.

To*: [i ]

cc: [ |

[ Send confirmation email to cristen.envin@maryland.gov

From: |cris13n enin@maryland.gov |
Subject®:

|eMM Training reguests you register with the Maryland Department of General Services (Multi-Service Center)'s ell

Teaxt:
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You will receive a confirmation that the email has been sent.

The recipient will receive and email that includes a link that will allow them to register.

Add Associated Organization

Subject: eMM Training reguests you register with the Maryland Department of General Services (Multi- Service Center)'s eProcurement system.

Email Recipients

Delivery Date: 06/24/2015 10:47:15 AM

They may follow the steps below to register their entity.

If you have received an email to register your DBA/Subsidiary with eMaryland Marketplace,
follow the instructions below:

You will receive an email from eMaryland Marketplace (example below).

eMM Training requests you register with the Maryland Department of General Services (Multi-Service Center)'s eProcurement &
system.
emaryland@emaryland.buyspeed.com 10:4% AM (0 minutes ago) -
fo =

Use the link below to register with the Maryland State Department of General Services's eProcurement system using the same tax 1D as eMM Training.
https://femaryland buyspeed com/bso/external/vendorregCompanyinfo sdo?req_code=UpZ OlbVatfihDNPV-RwPKTxKH-5Wm_4lukOXC5uYEnjg0Bt5pl SB5I1gEWeX
E2XWF GoyQADOPxerXgsACT2GObs1BA&mMede=init_new_vendor

Use this link to log on to eMaryland Marketplace: https:/femaryland. buyspeed.com/bsollogin.sdo

The eMaryland Marketplace registration screen will open.

Complete the registration tabs to complete the vendor registration process. For additional
instructions on completing the registration process, refer to the Business Registration Quick
Reference Guide.

Register - eMM Training - cristen.ervin@maryland.gov

(=0 UL L DLl SBR - Administrator  Address  Terms  Cate ies & Certificati C i i odes  Summary
Company Mame™*: ‘eMM Training Wendor Legal Name™ \eMM Training

Business Description

Mailng Address Line 1%

\
\
Address Line 2 [
\
\

Address Line 3

Address Line 4,

it

oity* | State/Provinee™ ]

Company Phons*: [ | Company FAX: [
Company Emaif*: |eristen.ervin@maryland.gov ] Tex ID #*
Is Tax ID # an Employer Identification Mumber (EIN) or & Social Security Number (S5K)? @ EIN ) ssi

State of Incorporation: [ v ‘vear of Incorporation P

Preferred Delivery Method:

Would you like to be registered as an emergency supplier in the case of an emergency? ' ves @ No

Note: Emergency suppliers must be availabie 24 hours a day, 7 days a wesk.

Emergency Fhone: | | | Ext
\

Emergency Contact

U

| Emergency Emait:

Emergency Info Comment: [ ]

e | T
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